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Providers with access to the Internet do not have to submit a paper report; however, you must continue to 

submit a paper Temperature Recording Form (C-105) to your assigned local health department or health 

service region.   
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Before you can begin using EVI to its fullest potential, you must establish your current inventory.  EVI 

requires all activities be tracked by:   

Important:  
 
Your worksheet does not contain vaccines 
received from:  

 Transfers 
 DSHS Pharmacy  
 Merck  

 

 

To guarantee the success of this initial set up, Steps 1-3 must be carried out in the sequence provided.   
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Important:  NDC is taken from the outer container and/or box.  It is not the NDC listed on the inner container, 

vial or syringe.   
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Note:  NDC is taken from the outer container and/or box.  It is not the NDC listed on 

the inner container, vial or syringe.   
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After you have entered all your vaccines into EVI, you are ready to record the quantity for the vaccines off the 

Tally and Physical Count Sheet.     

Note:  If you have entered a correct lot number but an incorrect expiration date, you 

cannot enter the new vaccine; you must submit a request to the Vaccine Call Center.   

Important:   
If you find vaccine with an incorrect lot you will need to add the correct vaccine using the AddLine function and zero 
out the quantity on the incorrect lot.   
If you find a vaccine with the correct brand, presentation, correct lot but an incorrect expiration date, you cannot 
enter the vaccine through the AddLine function; you must submit an email to the Vaccine Call Center @ 
vaccallcenter@dshs.state.tx.us and provide the following information:   

 Six-digit PIN  

 NDC  

 Vaccine Brand  

 Lot  

 Incorrect Expiration Date  

 Correct Expiration Date  
It is critical that you complete your activities in EVI in the following sequence for Step 3.   
   

Step 3 and Forward:  Sequence of Events 
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7. For all vaccines with a red * by Reason for Adjustment:  choose “Initial Inventory” from the drop            

down list.     
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After you have completed Steps 1-3, you are ready to place your first order in EVI.   

You will continue to submit a paper Temperature Recording Log!   
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You must record doses administered in EVI under the Doses: Doses Administered tab.   

Important:   

 EVI does not allow you to skip a calendar month or combine Doses Administered for multiple months.  

 To correctly capture your does administered make sure you have:   

o a system in place to record all doses administered by Brand, Pedi versus Adult (if applicable), Lot, 

Expiration date and appropriate age groups of 0-18 and 19 and over.   

o the correct date range appearing at the top of your screen.   

 TVFC requires you record doses administered and physical count on hand even if you do not wish to order, 

or if it is not your month to order.   

 EVI requires you to record your doses administered no more than two days before you place an order.   

 EVI allows updating your doses administered more than once a month; however, you may want to limit 

your data entry for doses administered and physical count to once a month to avoid duplication of 

reporting.   
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Important:   

A wastage is defined as a loss someone sees or is reported, it is not a ‘mysterious appearance’ or a ‘mysterious 

disappearance’ of vaccine.  A ‘mysterious appearance’ or ‘mysterious disappearance’ of vaccine is recorded on 

the Inventory:  Provider C-33 screen.   

As a wastage occurs it must be documented in EVI for each occurrence and reported to your local TVFC 

representative.  Each time there is an occurrence:   

 Site must enter the information into EVI 

 Site must print the automated Vaccine Loss Report (C-69). 

 Vaccine Loss Report must be signed by the medical provider who signed the TVFC Provider Enrollment.   

 Vaccine Loss Report must be faxed to your assigned TVFC representative within the defined program 

timeframe.   

If the loss form is used as a packing list:   

 The form must be signed by the provider who signed the TVFC Enrollment form. 

 Any vaccine that is broken or otherwise deemed a hazardous waste cannot be returned for excise tax credit.  

These items should be destroyed onsite according to your clinic’s hazardous waste policy.   

 You must mark out all vaccines not being returned (due to damage, etc.) before placing the form into the 

box and sending it back to the distributor for excise tax credit.   

Provider must wait on receipt of a postage paid label and the next UPS delivery to return the vaccine.   
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